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This manual is for annual certification for dental facilities that HAVE previously registered.   
 
 

This manual contains the instructions to complete the registration and certification renewal process for 
dental facilities that generate amalgam waste.  For the users’ convenience, actual screen-shots are 
included in this guidance manual.   

Registration and certification must be completed annually for each dental facility that generates 
amalgam waste through placement or removal of amalgam.  To complete this registration process, you 
will need the following information: 

• the make(s) and model number(s) of the installed amalgam separator(s); and  
• name(s) of the licensed recycling contractor(s) if amalgam has been sent out for recycling. 

 
Registration renewal will be far easier if you have available: 

• your chosen password and user ID and your assigned certification PIN 
• the system-generated  registration number for each dental facility you wish to register. 

 
September 15, 2011 

 
 

Contact the Bureau of Pretreatment and Residuals at 609-633-3823  
if you need additional assistance. 



 
DENTAL FACILITY – REGISTRATION & CERTIFICATION RENEWAL 
 
Login 
 
Log on at http://www.nj.gov .   The main New Jersey web page appears: 

Fig. 1 
 

 
 
Click on Login. 

Fig. 2 

 
Enter your Log On ID and Password and click “Log On”.   
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Fig. 3 

 
If necessary, click on the myNewJersey tab.   Click the link DEPOnline Services.   
 
The following screen appears: 
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Fig. 4 

 
 

If the circled link to Dental Waste Registration – Renewal does not appear, click on the Configure 
Services button, indicated by the arrow.  Otherwise, skip to the instructions under Fig. 7  

NOTE: Fig. 6 shows the same screen as above, including sections you will only see if you scroll down. 
 



 
Fig. 5 
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Check the boxes for Dental Waste Registration – New and Dental Registration – Renewal.   
 
Then scroll down and click the OK button.  
 
You may get a warning screen indicating that some selected services require facilities.   
If so, ignore the warning and click the Done button. 
 

 
The following screen appears: 

 
 

Fig. 6 

 

Select both of these. 

 
Click on “Dental Waste Registration – Renewal” 

Note: This will begin the registration renewal. If you do not complete it in this session, 
 see Resuming a Registration in Appendix for further instructions. 



Fig. 7 

 
 

Click “Continue”.     The following screen appears: 
 

 
 

Fig. 8 

 
 

 
Read the instructions and collect any needed information, then click “Continue”. 
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Fig. 9 

 
 
 
Click on the icon under “Access Facility” in the appropriate row for the facility you wish to renew.   
 
 
NOTE:  You may renew only one facility at a time.  If you have multiple facilities, see the instructions 
at the end of this document.  If you are attempting to register a facility that is not listed on the above 
screen, you must either 1) use Add Facility on the My Workspace tab for a facility you previously 
registered or 2) submit a New registration.  Return to Figure 6 and click “Dental Waste Registration – 
New”.  The screen noted above as Figure 9 will be replaced by a different screen in which you must 
complete the required fields and hit “Continue.”   
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The following screen appears: 
 
 

Contact Information – Fig. 10 
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Review the information in this screen and 
 make any necessary changes and check Yes. 
 
Otherwise, if all of the information is the same, check No. 
Click “Save” and wait for information to be saved.   
 
Click on the “2. Facility Contact” tab and repeat the above step. 
  Click “Save”, wait for information to be saved, and then click “Continue”.   
 



 
Fig. 11 

 

 
If your facility generates amalgam waste through placement or removal of ama
the first question.   
 

To select your dental practice, click on the appropriate practice.  To select more
key on your keyboard and click on the appropriate practices.     
 

Click “Continue”. 
 

 
 

Fig. 12 

Dental Manual for Renewal Registration  
September 15, 2011 

 
Click the checkbox to accept the Terms and Conditions.  The “Yes” button will
Click “Yes”.   
 
 

Responses
Required.  
 

lgam, then click yes to 

 than one, press “CTRL” 
You may click icon to read 
Dental Amalgam rules.
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 then be enabled.   



The following screen appears: 
 

Fig. 13 

 

Certify  each of 
these as appropriate. 

Don't miss this one!

 
Certify as appropriate and enter the information as required.   
 
Click “Continue”.   
 
 
NOTE: For the Separator, we only need the Make and Model number.  
               We DO NOT need the Serial Number. 
 

If you HAVE NOT sent out Amalgam for Recycling, 
 you DO NOT have to fill in the Licensed Recycler information.
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Fig. 14 

 

Mini Progress 
Window 

 

 
 
Click on the icon in the View column to read a summary of information you previously entered.   
After reviewing information, click “Return”.  
 
To make corrections, you will need to return to the screen in which the incorrect information is entered.  
Returning to a previous screen may cause data loss and require you to repeat steps you made after 
the screen in which the incorrect information occurred.  To return to an earlier screen, click on the 
corresponding button in the Mini Progress Window. 
 
After reviewing your data, enter your Certification PIN and click “Certify”.   
 
REMINDER:  Record and save your Certification PIN for annual usage. 
 
If you have forgotten the PIN, don't panic. Click on the "Forgot Certification PIN" and a new PIN 
will be sent to your registered e-mail address. As always, free of charge! ☺ 
 
NOTE: If you DO NOT see the e-mail in your inbox, look in the SPAM or Bulk Mail folder. 
   You may also need to make sure that suspected spam is not automatically deleted by your e-mail provider. 
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After you click “Certify”, the following will appear:        

Fig. 15 
Top and Bottom of Certification Page with Date and Digital Signature  

 

For Printer Friendly 
version, click here. 
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Print a copy for your records.   
 

Click “Return to Workspace”.   

To add or renew a second location, click 
"Return to Workspace" and follow the 
instructions beginning again with Page 5 Fig. 9. 

 
CONTRATULATIONS!  You have completed the registration and certification process.  You may now logout  
(click Logout near the top right corner) or perform other tasks within MyNewJersey. 



 

Appendix 
 

Additional Features 
 
The following paragraphs assume that you are logged on and have navigated to the appropriate screen. 
 

Printing Final Documents 
 
On the “My Workspace” tab (Fig. 6), under “My Services – Submitted”, click on the icon in the 
appropriate row in the column labeled “Permit”.  If no icon appears, the Department has not completed 
its review of your submittal and the document is not ready.   When ready, print the document and return 
to “My Workspace”.   If you have difficulty, please contact the Department. 
 

Editing Registrations 
 
If you have completed the registration process and find that you have inadvertently failed to check the 
box for either required task on the screen shown as Fig. 13, it is possible to correct the omission.  Please 
contact the Department for details. 
 
 

Troubleshooting 
 

Log in Procedure After Establishing Account 
 
If you are unable to complete registration in one sitting, but have completed account set 
up, you must use a different procedure to log back on to the system: 
 

Log on at http://www.nj.gov     The main New Jersey web page appears: 
 

Fig. A1 

 
 
Click on Login. 
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Fig. A2 

 
 
Enter your Log On ID and Password and click “Log On”.   
 

Fig. A3 

 
 
 
If necessary, click on the myNewJersey tab.   Click the link DEPOnline Services.   
 
This will open the “MyWorkspace” tab shown in Fig. 9 on Page 5 of 11.   
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Resuming A Registration 
 
If you scroll down on the MY WORKSPACE, you will see an area labeled “My Services – In Progress”.  
If you have started (but not finished) a registration, it will appear here, and you can click on the 
underlined number in front of the facility name to continue where you left off.   
 
If your application does not appear under “My Services – In Progress” scroll up and 
 
  click on “Dental Waste Registration – New”. 

Fig. A4 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Registration 
in Progress 
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